
[Your Name]  

[Your Address]  

[City, State, Zip]  

[Email Address]  

[Phone Number]  

[Date]  

[Employer's Name]  

[Company's Name]  

[Company's Address]  

[City, State, Zip]  

Dear [Employer's Name],  

[Opening Paragraph: Capture attention with a compelling opening statement 

related to the job or industry.]  

[Second Paragraph: Highlight your experience and skills relevant to the 

job, incorporating specific examples of your achievements.]  

[Third Paragraph: Express your passion for the company and align your 

values with theirs, demonstrating your knowledge about the company 

culture or projects.]  

[Closing Paragraph: Reiterate your enthusiasm for the position, include a 

call to action for an interview, and thank the employer for considering 

your application.]  

Sincerely,  

[Your Name]  

[Optional: Personal touch - Include a quote or a small graphic that 

reflects your personality or style.] 


